A .jl9 



\ 

* 


it 


Approved For Release 2002/01/23 : CIA-RDP78-04007A000400040002-2 

imSQBSS SSCTlOtt 


Stataraent of Rmctiang and Activities*, 

Ibis Section consists of tiro broad operational ‘ 

gvsten containing the portion t material concerning cases handled by the J rB^ 

and (b) The Terence I»dex file w hich contaxns JHHBF 

£ra& a security standpoint* Th*s merenco -*-&»& 
information available and data ruination as to the 

£«1 s «yT 0 r C SSSS £ TlSon ! aS^ » « to «• S££nJ? ^ 

sufficiently cmplet® infomation adequately to serve toe requi maents of the e * ^ 

Scurity Division* m cases processing through toe ****“"■ : routed B £J nl * 
so as to determine pertinent infomation contained both in the case file and the 

Bsferenee Index systems. 


Statement of Objectives and/or Accogpilshments* 


The Swrtion Mintains a control eyatem In connection .with U» entire ^ 

Personnel Security Division. ffll. control system in the basis- t°r_ peri in proSoe 

Sn'T 

SSMTCAS? £ ^S£ ge-j to 

JSfidUmt detail by essoining toe production figures of the rarao ^ , f^ftLftof’ econis 
Anomisal Section, and Contacts Section. The organisation is so constituted that toe ^ords 
^SiTis^e ftoal repository for all mport. and oenoranda of ?Sfc 

of ! t£*t^Slr'm£e “ prospective ^oySTor fcner e.ploy«s of the Central Intelligence 

alno^lA «U 2uSl ra-attog free the- operations! ph«« of the 

JS^elliSuS^Mvleioo *1* mint, to ce-o open*.. or con- 
Contact Jfsutch, Office of Operations. The fleTemace Index portion of toe Records section con- 
sists of approximately 57,000 entries. 

The objective* of toe Section are eeoh m to meinttoin current records 
j’* 1 *’”* 1 ''' ’t^rtiSr - or ..’AivitS.'wa.Ui to cmmm triitt by the ConUot M> OtTU. 

&&T*m*UL 4*4i- *- ^ 

S?(bftel*. mmOM m —A eooro. twtoa m +JEFSJZZ of th. 
SrtZ la tbs files. Th. mmmUr for the «*lst » cm of thie aritat U «*"*«• bwevw. of th. 

f t ms j V- iv. j : o. ! 
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Records Section (continued) 

necessity for a conplot© filing program in connection with an operation of th© fersonnal Security 
Division type. The rewponsibilities of the Division in connection with determining the Icyalty 
of individual® requires cosplet® raferanca files concerning individuals and organisations whose 
loyalty to the Onited States is in question* Complete information concerning ‘•fronts’* for such 
organisations is also necessary. 


Fsrsonnel nequlrenents* 

The position of the Chief, ©cords section, is necessary for the required coordination and 
eff icien t operation of this action. Under the direction of the Chief, the position of Chief, 
Files Unit, Is necessary to maintain close supervision of the filing operation, in order to in- 
sure strict compliance with filing policies and procedures by the f i l in g clerics. A tsiniEura of 
two Ssferenos Index Analysts .is required to maintain a current ahd complete Reference Index: 

of the Records Section. This file contains information concerning f KSg g g 

"™ 'Wtltmsm?™ * security stand- 

point. The evaluation, suaaarisaticn, and carding of sucfTTriforStior^s steadily increasing 
due to the availability of new sources of material. It is felt that Analysts of tos CAF-7 
level are necessary, because of the importance of the Reference Index functions to the over-all 
operation of the Personnel Security Division, and the fact that malfhnction of th© files may 
affect the security of the Agency, and, in turn, the national security. Two control clerks axe 
required to maintain an effective and accurate control system. Ons Control Cleric, in addition 
to normal filing operations, maintains charge-out and cross-reference indices which would peav 
«it the p rom pt location of files. The other Control Cleric maintains records containing the 
various phases of completion of individual cases. The records of the Control Clerics fbra the 
basis of operational and administrative rap&rss prepared by the Personnel Security Division. 

Baaed upon past experience, and taking into consideration th© anticipated Increase to operational 
volume of the Personnel Security Division, six File Clerks (CAF-3), ara needed! to maintain the 
file operation on a currant basis. This represents an increase of two over ths present eomple- 
mnt, and is ths only addit ional personnel necessary to this Section (tiring the budget year. 
During the past fiscal year, toe woritlead has increased to such a level as to require considera- 
ble overtime work on the part of the four file Clerics new on duty. Unless toe necessary addi- 
tions are mad e to this Section to effect a bal a nce of toe various operations of the Personnel 
Security M vision, ths tine required to process security clearances will be increased and th© 
ooe rating efficiency of toe Division as a whole will be impaired. It has been determined that a 
backlog In the filing operation is immediately apparent in the operation of the Division, to that 
toe ex pedit ious pracessing af cases is dependent upon a rapid flow of open case files between 
Sections and individuals of too Division. A filing backlog decreases the rapidity of toe flew of 
fi les to that the entire ba c klog must be completely searched a nasber of times during toe opera- 
tions of a single day. 
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